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PREFACE. 


Entered,  according  to  Act  of  Congress,  in  the  year  1861, 

By    AARON    SARGENT, 

In  the  Clerk's  Office  of  the  District  Court  of  the  District  of  Massachusetts. 


li 


ELECTROTYPED   AT   THE 
BOSTON     STEREOTYPE    FOUNDRY. 


OOK-KEEPING  should  be  taught,  theoretically,  in  all  our  High  and  Grammar 

Schools,  though  it  may  require  actual  business  practice  and  experience  to  make 
[a  proficient  book-keeper. 

In  the  following  treatise,  it  has  been  the  aim  to  present  the  subject  in  so  plain 
and  simple  a  form,  that  when  the  learner  shall  have  occasion,  he  will  be  able  to 
carry  the  theory  into  practice,  and,  with  experience,  become  a  master  of  his 
'profession. 

The  Examples  for  Illustration,  with  the  pages  preceding  them,  are  intended  as 
rules  by  which  to  acquire  a  knowledge  of  the  study ;  and  the  Examples  for  Practice 
are  intended  as  problems  to  be  solved,  the  answers  being  given  in  the  aggregates 
of  each  Trial  Balance,  and  finally  in  the  net  gain  and  net  capital  at  the  time  of 
closing  the  Ledger. 
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BOOK-KEEPING  is  the  recording,  in  blank 
books  made  for  the  purpose,  the  every-day 
business  transactions  of  the  Merchant,  Manufac- 
turer, or  Trader,  clearly,  concisely,  and  in  so  per- 
fect a  manner,  that  he  can  at  any  time  know  how 


much  property  he  has,  and  of  what  it  consists ;  how 
much  he  owes,  and  to  whom,  and  how  much  others 
owe  to  him,  and  who  they  are ;  and  whether  he 
is  doing  business  at  a  profit  or  a  loss,  and  how  much 
profit  or  loss. 


BOOKS. 


The  principal  books  used  in  Book-Keeping  are 
the  Cash  Book,  Waste  or  Day  Book,  and 
Ledger. 

The  Cash  Book  contains  the  original  entries 
(i.  e.,  the  first  records  or  entries)  of  the  transactions 
in  which  cash  forms  a  part ;  in  other  words,  an  ac- 
count of  all  cash  received  and  all  cash  paid. 

The  Waste  Book  contains  the  original  entries 
of  the  transactions  in  which  cash  forms  no  part. 

The  Ledger  contains  all  the  items  of  the  books 
of  original  entries,  transferred  therefrom,  and  ar- 
ranged, each  under  its  distinctive  head  or  title,  as 
will  be  explained.  The  process  of  transferring  is 
called  Posting. 

Other  books,  auxiliary  to  those  already  named. 


are  the  Inventory  Book,  Note  Book,  Invoice 
Book,  Sales  Book,  &c.,  according  to  the  nature 
of  the  business,  and  as  may  be  found  convenient. 
Sometimes  one  or  more  of  these  books  are  used  as 
books  of  original  entries,  and  the  posting  to  the 
Ledger  is  made  from  these  lw)oks ;  and  when  so 
used,  the  transactions  recorded  in  such  of  them  as 
are  so  used,  must  not  be  recorded  in  any  other  book 
of  original  entries. 

In  order  that  any  account  in  the  Ledger  may  be 
readily  found,  a  small  book,  called  the  Index,  ac- 
companies the  Ledger,  in  which  the  titles  of  all  the 
Ledger  accounts  are  alphabetically  arranged  ;  one 
or  more  pages  being  appropriated  to  each  letter  of 
the  alphabet. 


ACCOUNTS. 


Accounts  represent  property,  indebtedness  by 
or  to  those  with  whom  business  is  transacted,  and 
gain  and  loss  by  trade ;  and  are  designated  by  the 
titles  of  Stock,*  for  the  capital  employed  in  busi- 

♦  Note.  —  When  there  are  two  or  more  persons  in  a  firm,  the 
individual  names  of  its  members  are  used  in  lieu  of  the  word 
Stocky  and  each  is  debited  or  credited  in  his  own  name. 


ness ;  Cash,  for  money  in  bank,  or  in  store  or 
counting  room;  Merchandise,  for  general  arti- 
cles of  trade  ;  Shipment,  or  Adventure,  (naming 
the  vessel  by  which,  or  the  port  to  which,  shipped ; 
and  if  more  than  one  shipment  by  the  same  vessel 
or  to  the  same  place,  may  be  numbered,)  for  goods 
shipped  to  other  ports  to  be  sold  for  account  of  the 
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shipper ;  Consignment  from,  (naming  the  person 
or  firm  from  whom  received ;  and  if  more  than  one 
consignment  from  the  same  person  or  firm,  may  be 
numbered,)  for  goods  received  from  others  to  be 
sold  for  their  account ;  Notes  Receivable,  for  all 
notes  made  and  payable  by  and  received /rom  oth- 
ers, and  also  for  all  drafts  drawn  <m,  and  accepted 
and  payable  hy,  others ;  Notes  Payable,  for  all 
notes  and  acceptances  given  and  payable  to  others; 
Real  Estate,  (naming  the  locality  ;)  Ships,  (nam- 
ing them ;)  Bank,  Insurance,  Railroad,  Man- 
ufacturing, or  other  Stock,  (naming  the  com- 
pany ;)  Persons,  Firms,  or  Companies,  (naming 
them;)   Commission,  charged  for  selling  goods,  or 
transacting  other  business  ;  Interest,  received  and 
paid;  Exchange,  on  remittances;  Expense,  in- 
cident to  the  business;    Profit    &   Loss,  (into 
which  all  accounts  representing  gain  or  loss  are 
finally  closed,  as  will  be  explained  ;)  and  Balance, 
(used    in    closing    the    Ledger,    as   will   be   ex- 
plained.) 

Every  account  has  a  debtor  (Dr.)  side,  — the  left 
hand  side;  and  a  credit  (Cr.)  side,  — the  right 
hand  side. 

A  thing  received  is  Dr.  to  the  equivalent  parted 
with ;  and  the  thing  parted  with  is  Cr.  by  the  equiv- 
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alent  received.  In  making  an  entry  of  a  transaction, 
then,  the  titles  of  two  accounts  are  to  be  named, 
tlie  one  being  made  Dr.  to  the  other ;  and  it  is  this 
which  gives  to  this  method  of  Book-Keeping  the 
name  of  "  Double  Entryr  Sometimes  it  requires 
more  than  one  thing  which  is  Dr.  to  be  equal  in 
amount  to  the  thing  which  is  Cr. ;  or  more  than 
one  thing  which  is  Cr.  to  be  equal  in  amount  to  the 
thing  which  is  Dr.  In  this  case  the  word  Sundries 
is  used,  at  the  commencement  of  the  original  entry, 
for  the  several  things  which  are  Dr.  or  Cr.,  and 
the  distinctive  titles  of  these  Sundries  enumerated 
below,  as  will  be  explained. 

In  making  an  original  entry  of  a  transaction,  four 
things  are  to  be  considered :  — 

1st.   The  date  of  the  transaction. 

2d.  The  titles  of  the  accounts  that  are  to  be  made 
Dr.  and  Cr. 

3d.  A  clear  and  detailed  statement  of  the  trans- 
action. 

4th.  The  sum  to  which  the  transaction  amounts 
in  dollars  and  cents,  expressed  :'n  figures. 

Let  it  be  remembered,  and  well  remembered, 
(for  upon  this  fact  depends  the  correct  entering  of 
all  the  original  entries  in  Book-Keeping,)  that  what 
is  received  is  Dr.,  and  what  is  parted  with  is  Cr, 


EXAMPLES    FOR    ILLUSTRATION. 


ORIGINAL    ENTRIES. 

Edward  Wilson  commenced  business  in  Boston 
on  the  second  day  of  January,  1860,  with  500  bbls. 
Flour,  worth  $7  per  bbl. ;  200  bbls.  Pork,  worth 
$15  per  bbl.;  B.  D.Jameson's  Note  for  .$2500, 
dated  Dec.  5,  1859,  payable  in  6  months;  and 
$5000:  and  he  owes  John  Wheeler  a  Note  for 
$1000,  dated  Nov.  14,  1859,  payable  in  4  months. 

The  original  entries  from  these  facts  or  items  are 
now  to  be  made.  In  the  first,  (Flour,)  second, 
(Pork,)  third,  (B.  D.  Jameson's  Note,)  and  fifth, 
(Note  to  John  Wheeler,)  items,  the  title  of  Cash 


forms  no  part  of  the  entries  to  be  made,  and  the 
original  entries,  therefore,  must  be  made  in  the 
Waste  Book.  What  has  been  received  ?  In  the 
first,  second,  and  third  items,  Flour,  Pork,  and  B. 
D.  Jameson's  Note,  have  been  received  into  the 
business.  Merchandise,  for  the  first  and  second 
items,  and  Notes  Receivable  for  the  third  item,  are, 
therefore.  Dr.  What  has  been  parted  with? 
Edward  Wilson  has,  from  himself  as  an  individ- 
ual, received  into  his  business  Flour,  Pork, 
and  B.  D.  Jameson's  Note;  Stock,  therefore,  for 
this  capital,  is  Cr.  The  entry,  then,  must  be 
Sundries  (for  the  Merchandise  and  Notes  Receiv- 
able) Dr.  to  Stock.      In  the  fifth  item  he  has  made 


himself  Dr.  to  this  Note  that  he  owes  John  Wheel- 
er and  which  he  brings  into  his  business.     Stock, 
therefore,  is  (not  Cr.  as  before,  but)  Dr.     He  has 
parted  with  his  Note.     Notes  Payable,  therefore,  is 
Cr.     The  entry,  then,  must  be  Stock  Dr.  to  Notes 
Payable.     The  Waste  Book  entries  for  the  Flour, 
Pork,  B.  D.  Jameson's  Note,  and  Note  to  John 
Wheeler,  will,   in   form,    (remembering  the    four 
things  necessary  to  be  considered  in  making  an  en- 
try,) stand  as  entered  on  page  13  of  this  book,  first 
and  second  entries.     (Except  that  the  figures  in 
the  second  space   from  the  left,  called  the  post- 
marks, and  denoting  the  folio  (i.  e.,  page)   of  the 
Ledger  to  which  the  item  of  the  account  named  on 
the  line  with  it,  in  the  third  space,  is  posted,  are  not 
placed  in  their  position  until  the  posting  is  performed; 
as  will  then  be  explained.)      In  the  fourth  item, 
($5000,)  the  title  of  Cash  forms  a  part  of  the  entry 
to  be  made,  and  the  original  entry,  therefore,  must 
be  made  in  the  Cash  Book.     What  has  been  re- 
ceived ?     $  5000  have  been  received  into  the  busi- 
ness.    Cash,  therefore,   is    Dr.      What   has   been 
parted  with?     Edward  Wilson  has,  from  himself  as 
an  individual,  received  into  his  business   $5000. 
Stock,  therefore,  for  this  capital,  is  Cr.     The  entry, 
then,  must  be  Cash  Dr.  to  Stock,  and  on  the  left 
hand  page  of  the  Cash  Book ;  and  will,  in  form, 
(except  the  post-mark,)  stand  as  entered  on  page 
18,  first  entry. 

In  actual  business,  the  original  entries  having 
been  made,  other  entries  of  the  same  may  be  made 
in  such  auxiliary  books  as  may  be  found  necesvsary 
or  convenient. 

On  the  12th  Jan.,  100  bbls.  of  the  Flour  were 
sold  to  O.  S.  Littlefield,  on  account,  at  $8  per  bbl. 
What  has  been  received  ?  A  claim  against  O.  S. 
Littlefield  for  the  amount  of  100  bbls.  Flour,  at  $8 
per  bbl.  0.  S.  Littlefield,  therefore,  is  Dr.  What 
has  been  parted  with?  Merchandise.  Merchan- 
dise, therefore,  is  Cr.  The  entry  in  the  Waste 
Book,  then,  must  be  as  entered  on  page  13. 

On  the  18th  Jan.,  100  bbls.  of  the  Pork  were  sold 


to  George  Lincoln,  at  $20  per  bbl.,  cash.  What 
has  been  received  ?  Not  —  as  in  the  sale  of  the 
Flour  on  the  12th  —  a  claim  against  the  purchaser, 
but  Cash.  What  has  been  parted  with  ?  Merchan- 
dise. The  entry  in  the  Cash  Book,  then,  must  be 
as  entered  on  page  18. 

On  the  19th  Jan.,  bought  of  Brastow  &  Co.  50 
bbls.  Molasses,  containing  1875  gallons,  at  25  cents 
per  gallon,  cash.  Merchandise — received  —  is  Dr. ; 
Cash  —  parted  with  — is  Cr.  The  entry,  then, 
must  be  on  the  right  hand  page  of  the  Cash  Book, 
as  on  page  19. 

On  the  23d  Jan.,  bought  of  Charles  Crosby  50 
bales  of  Gunny  Bags,  at  10  cents  per  bag,  (Gunny 
Bags  are  packed  250  in  a  bale;  consequently  there 
would  be  12,500  bags  in  50  bales,)  and  shipped  them, 
by  the  ship  Staghound,  to  San  Francisco,  consigned 
to  Henry  Howe,  with  instructions  to  sell  and  remit 
the  proceeds.  The  Gunny  Bags  were  paid  for  by 
a  note  dated  the  same  day,  payable  in  4  months. 
Merchandise  has  been  received ;  but  it  is  Merchan- 
dise which  has  the  title  of  Shipment  or  Adventure, 
and  may  be  called  Adventure  per  Staghound,  No.  1. 
Notes  Payable  is  Cr.  The  entry  must  be  as  on 
page  13. 

On  the  26th  Jan.,  O.  S.  Littlefield  paid  cash  for 
the  Flour  which  he  bought  on  the  12th.  The  entry 
must  be  as  on  page  18. 

On  the  27th  Jan.,  paid  premium  of  insurance  on 
the  Gunny  Bags,  from  Boston  to  San  Francisco ; 
(insured  by  the  Washington  Insurance  Co.  for 
$1400,  at  3  per  cent.,  with  the  usual  charge  of  $1 
for  the  policy  of  insurance ;)  on  the  28th,  paid 
truckage  on  the  same,  $5 ;  and  on  the  30th  paid 
wharfage,  $5.  The  entries  must  be  as  on 
page  19. 

On  the  2d  Feb.,  shipped  the  remaining  100  bbls, 
of  Pork  on  hand,  by  the  ship  Staghound,  to  San 
Francisco,  consigned  to  Henry  Howe,  with  instruct 
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tions  to  sell  and  remit  the  proceeds.  The  transac- 
tion requires  only  a  change  in  accounts,  and  the 
entry  must  be  as  on  page  14. 

On  the  27th  Feb.,  the  State  Bank  discounted  the 

note  of  B.  D.  Jameson,  which  was  dated  Dec.  5, 

1809,  and  which  would  be  due  June  8,  1860  •  (for 

every  note,  draft,  or  acceptance  is  entitled  to  three 

days   grace,"  after  the  expiration  of  the  time  for 

>»hich  «  ,s  given,  unless  the  contra.7  is  expressed 

upon  ,ts  face ;  therefore  this  note,  dated  Dec.  5, 1859 

would  be  payable  June  8,  1860 ;  usually  expressed 

t"!^    r  /'''^  '"''  ""'"•  •''^''»'=''"g  »»•«  interest 
for  the  time  from  Feb.  27  to  June  8,  the  Bank  paid 

the  balance  m  cash.  Cash  (for  the  amount  received 
from  the  Bank)  and  Interest  (for  the  amount  of 
mterest  or  discount  deducted  by  the  Bank)  are  the 
Drs.,  and  Notes  Receivable  is  Cr.  Two  entries 
(one  m  the  Waste  Book  and  one  in  the  Cash  Book) 
are  to  be  made  for  this  discounted  note,  and  mu/t 
be  as  on  pages  14  and  18. 


On  th  20th  April,  50  bbls.  Molasses,  gauging 
1870  gaUons,  were  sold  to  George  T.  Knappfof 
Portland,  on  account,  at  30  cents  per  gallon :  and 
on  the  27th,  50  bbls.  Flour  were  sold^to  him  1 
account,  at  $8i  per  bbl.  The  entries  must  be  as 
on  page  14.  "^ 

T  ^Vt  ^l*  ^^"^'  ^"^  ^^^'-  ^^'o"  ''^e  sold  to 
Joseph  Marshall,  at  $8J  per  bbl.,  cash.  Entry  on 
page  20.  ^ 
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Joseph  Marshall,  at  $8^  per  bbl.,  payable  in  6 
months,  and  his  note  for  the  amount  was  received 
in  payment.     The  entry  must  be  as  on  page  14. 

On  the  3d  March,  paid  premium  of  insurance  on 
the  Pork  from  Boston  to  San  Francisco,  (insured 
by  the  Frankhn  Insurance  Co.  for  Si  600,  at  3 
per  cent.,  with  $1  for  policy;)  on  the  5th,  paid 
trackage  on  the  s.nme,  $4;  and  on  the  7th,  paid 
wharfage,  $4.     The   entries  must  be  as  on  pa^e 

On  the  17th  March,  paid  note  to  John  Wheeler, 
for  $1000,  due  Mareh  »/„.  The  entiy  must  be 
as  on  page  21. 


On  the  1st  May,  drew  a  draft  on  George  T 
Kuapp  for  amount  of  bill  against  him,  ($975,)  a 
five  days'  sight,  (i.  e.,  eight  days  after  it  was  pre- 
sented to  and  accepted  by  him,  he  would  be  required 
o  pay  It,)  and  sent  it  to  him  for  acceptance.  On 
the  od,  received  the  draft  back,  he  having  accepted 
It,  by  writing  across  its  face, 

after  which  it  must  be  called  an  Acceptance.  Entry 
on  page  15.  •' 


On  the  20th  March,  bought  of  G.  O.  Clark  500 
bbls.  Rosin,  at  $1 J  per  bbl.,  cash,  and  shipped  it  by 
sh,p  Commodore,  bound  for  Liverpool,  consigned  to 
John  Howard,  with  orders  to  seU,  and  remit  the 
proceeds.     The  entry  must  be  as  on  page  21 


On  the  9th  May.  sent  the  acceptance  of  Geo.^ 

r.    Knapp    (which   would   be   due   May  7,„)  To 

Portland  for  collection ;  on  the  lOtl^he  paid  it,  and 

on  the  11th  the  money  was  received.     Entry  on 

page  22.  •' 

.   °"i?^2/**%'P^d  note  to  Charles  Crosby, 
for  $12o0,  due  May  V^     Entiy  on  page  23. 

On  the  29th  May,  received  from  John  Howard 
account  sales  of  the  Kosin  which  was  consigned  to 
^im  by  the  ship  Commodore,  and  also  a  Bill  of 
Exchange  (draft)  on  London  (i.  e.,  on  some  bank- 
ing house  in  London)  for  the  net  proceeds,  amount- 
mg  to  £210  stg.,  (210  pounds  steriing.)  This  BUI 
of  Exchange  was  sold  to  C.  F.  Hall,  at  9  per  cent 

Tr^T:    ?^^  """"'"^  P"^"-  ^«'»«  of  the  £  stg.  is" 
«  4.44J.)     Entry  on  page  22. 

On  the  1st  June,  received  by  ship  Monmouth, 
from  New  Orleans,  25  hhds.  Sugar;  a  consignment 


from  John  Babcock,  of  New  Orleans,  and  paid  to  the 
ship  freight,  at  $  4  per  hhd.  On  the  2d,  paid  truck- 
age, $5  ;  and  on  the  4:th,  wharfage,  $5.  Entries  on 
page  23. 

On  the  4th  June,  sold  the  Sugar  which  was  re- 
ceived from  John  Babcock,  and  which  weighed 
41,237  lbs.,  to  John  G.  Emerson,  at  6  cents  per  lb., 
cash.  Charged  the  consignment  a  commission  of 
2^  per  cent,  on  the  amount  of  the  sale.  Sent  account 
sales  to  J.  B.,  requesting  him  to  draw  (his  draft) 
for  the  net  proceeds  —  $  2302.37  —  (i.  e.,  for  the 
amount  received  for  the  Sugar,  less  the  freight, 
truckage,  wharfage,  and  commission.)  Entries  on 
pages  15  and  22. 

On  the  12th  June,  bought  10  shares  Western 
Railroad  Stock,  at  $100  per  share,  cash.  Entry  on 
page  23. 

On  the  15th  June,  bought  of  G.  O.  Clark,  400 
bbls.  Rosin,  at  $1^  per  bbl.,  cash,  and  shipped  it  by 
ship  Sea  Flower,  bound  for  Liverpool,  consigned  to 
John  Howard,  with  orders  to  sell,  and  remit  the 
proceeds.     Entry  on  page  25. 

On  the  18th  June,  bought  of  George  Lincoln  the 
schr.  Union,  for  $  3000,  and  paid  for  her,  one  half 
in  cash,  and  one  half  by  note  at  4  months.  En- 
tries on  pages  15  and  25. 

On  the  20th  June,  received  from  Henry  Howe 
account  sales  of  the  Gunny  Bags  and  the  Pork, 
consigned  to  him.  The  net  proceeds,  as  appears 
by  the  account  sales,  amount  to  $1690  on  the 
Gunny  Bags,  and  $1495.25  on  the  Pork.  Also 
received  from  him,  on  account  of  the  proceeds  of 
said  Gunny  Bags  and  Pork,  a  draft  on  C.  F.  Hall 
for  $  2000,  (which  amount  has  been  received  from 
C.  F.  H.,)  for  which  draft  H.  H.  paid  in  San  Fran- 
cisco, in  addition  to  the  $2000,  «Kchange  at  3  per 
cent,  on  the  same,  or  $60,  and  for  which,  as  well 
as  the  $2000,  he  must  be  credited. 

In  the  example  on  page  8,  of  net  proceeds  of  the 
Rosin,  there  was  no  necessity  of  debiting  the  con- 
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signee  (or  seller  of  the  goods)  with  the  amount  of 
the  net  proceeds,  and  then  crediting  him  with  the 
cash,  because  the  remittance  was  in  full  for  the  net 
proceeds,  and  crediting  the  Adventure  by  debit- 
ing Cash  was  all  that  was  necessary ;  but  in  the 
above  example,  only  a  part  of  the  proceeds  of  two 
adventures  has  been  received,  the  balance  remain- 
ing due  from  the  consignee ;  and  as  it  is  also  un- 
certain how  much  of  the  remittance  belongs  to  each 
adventure,  it  will  be  necessary  to  debit  Henry 
Howe  with  the  amount  of  net  proceeds  of  the  Ad- 
ventures, and  credit  him  with  Cash  as  received, 
and  Exchange,  until  they  shall  equal  in  amount 
the  net  proceeds.  Entries  on  pages  15,  16, 
and  24. 

On  the  25th  June,  paid  John  Babcock's  draft, 
payable  at  sight,  for  $  2302.37,  being  for  amount  of 
net  proceeds  of  Sugar,  as  per  account  sales  sent 
him  on  the  4th  inst.     Entry  on  page  25. 

On  the  30th  June,  received  from  Henry  Howe, 
in  full  for  balance  due  for  net  proceeds  of  the 
Gunny  Bags  and  Pork,  a  draft  on  C.  F.  Hall  for 
$1092.47,  (which  amount  has  been  received  from 
C.  F.  H.,)  for  which  draft  H.  H.  paid  3  per  cent, 
exchange,  or  $32.78.  Entries  on  pages  16  and 
24. 

Exchange  account  having  been  debited  with  the 
exchange  paid  in  San  Francisco  on  the  proceeds 
of  the  two  Adventures,  it  will,  be  necessary  to  debit 
the  Adventures  and  credit  Exchange  account  with 
this  exchange,  in  proportion  to  the  amount  of  the 
net  proceeds  of  each  adventure.  The  exchange 
was  paid  on  the  amount  remitted,  and  the  net  pro- 
ceeds in  San  Francisco,  therefore,  would  be  103 
per  cent.  \%%  of  the  net  proceeds  of  each  adven- 
ture would  be  the  remittance,  and  the  remaining 
t8^3  would  be  the  exchange  oif  the  remittance. 
Entry  on  page  16. 

On  the  30th  June,  paid  rent  of  Store,  $400; 
Postage  bill,  $1.70 ;  Stationery,  $  15.20.  Entries 
on  page  25. 
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The  foregoing  make  a  connected  series  of  busi- 
ness transactions,  extending  over  a  space  of  six 
months.  It  is  customary,  in  actual  business,  to 
post  to  the  Ledger  each  day,  week,  or  month,  as 
convenience  or  necessity  may  require ;  but  it  was 
thought  best,  in  the  preceding  examples,  to  explain 
the  manner  of  making  original  entries  in  some  of 
the  more  important  forms  of  busmess  transactions 
before  treating  of  the  Ledger. 

We  will  now  proceed  with  the  Posting  ;  i.  e.,  the 
collecting  in  the  Ledger,  from  the  books  of  original 
entries,  all  the  items  of  the  several  accounts,  each 
account  on  a  separate  page  of  the  Ledger,  or  part 
of  a  page,  as  it  may  be  judged  will  be  required, 
commencing  with  the  first  entry  in  the  Waste  Book, 
and  posting,  by  the  month,  the  entries  in  the  Waste 
Book  and  Cash  Book.     The  first  account  is  Stock, 
which  is  opened  by  writing  at  the  head  of  the  first 
page  in  the  Ledger  the  word  Stock,  with  Dr.  at  its 
left  and  Or.  at  its  right,  in  letters  much  larger  than 
ordinary  handwritmg.     The  first  space  from  the 
left   below  the    heading    (on   either   the   Dr.   or 
Cr.  side  of  the  Ledger  page)  is  for  the  date,  the 
second  space  from  the  left  for  the  title  of  the  ac- 
count to  which  the  account  named  at  the  head  of 
the  page  is  Dr.  or  by  which  it  is  Cr.,  the  third  space 
for  the  folio  of  the  book  from  which  the  account  is 
posted,  and   the   fourth  and  fifth  spaces  for  the 
amount  in  dollars  and  cents  for  which  the  account 
is  to  be  debited  or  credited. 

Sundries  Dr.   to   Stock.      Stock,  then,   is   Cr. 

^  S  by  I  <^un^t^\  as  may  be  seen  by  refer- 
ring to  foHo  |/|  of  the  Waste  Book,  for  \\^000\oo\, 
and  in  form  wiU  stand  in  the  Ledger  as  posted  on 

page  27.  » 

The  item  having  been'  posted,  the  next  thing  to 
be  done  (m  order  to  know  at  any  subsequent  time 
that  the  item  has  been  posted,  and  also  to  know  the 
page  of  the  Ledger  to  which  it  has  been  posted)  is 
to  place  the  post-mark  (a  figure  denoting  the  Led- 


ger folio)  in  the  second  space  from  the  left,  in  the 
book  from  which  it  has  been  posted,  and  on  a  line 
with  the  title  of  the  account  in  the  third  space;  and, 
finally,  in  the  Index,  under  the  letter  S,  write  the 
title  of  the  Ledger  account,  and  at  its  right  the 
folio  of  the  Ledger  upon  which  the  account  may  be 

found. 

Posting  an  account,  then,  consists  in  its  complete- 
ness of  entering  in  the  Ledger,  placing  the  post- 
mark and  (unless  it  has  been  done  at  some  previ- 
ous posting  to  the  same  account)  the  indexing. 

The  Cr.  side  of  the  entry  having  been  posted, 
the  Dr.  side  must  next  be  taken.  The  Drs.  are 
Merchandise  and  Notes  Receivable.  Merchandise  ' 
is  Dr.  to  Stock  $6500,  and  Mtes  Receivable  is  Dr. 
to  Stock  $2500,  and  they  will  stand  as  posted  on 
pages  27  and  28. 

The  otlier  Waste  Book  entries  for  the  month  of 
January,  in  their  order,  are  posted  m  the  same 
manner ;  after  which  the  Cash  Book  entries  for  the 
month  may  be  posted,  commencing  with  Gash  Dr. 
to  Stock.     Stock  is  Cr.  by  Cash  $5000,  as  posted 

on  page  27. 

No  Cash  account  is  opened  in  the  Ledger,  as  it 
would  only  be  a  repetition  of  the  Cash  Book,  which 
of  itself  is  a  Cash  account,  and  therefore  only  one 
posting  need  be  made  to  the  Cash  Book  entries, 
though  there  is  no  objection  to  opening  a  Cash  ac- 
count in  the  Ledger  if  it  should  be  preferred. 

The  other  Cash  Book  entries  for  the  month  of 
January  being  posted  in  their  order  and  to  their 
several  accounts,  the  posting  of  the  Waste  Book 
and  Cash  Book  entries  for  the  succeeding  months, 
month  by  month,  follow. 
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CLOSING   ACCOUNTS. 

Whenever  any  Ledger  account  balances,  i.  e., 
when  the  Dr.  ^d  Cr.  sides  are  equal  in  amount, 
close  the  account  by  drawing  single  lines  under  the 
money  spaces,  adding  the  amounts  above,  and  pla- 
cing the  sum  under  the  line,  and  then  finish  by 
drawing  double  lines  under  the  sum,  and  a  single 


Ime  at  their  left,  about  one  fourth  across  the  title 
of  account  space,  commencing  at  the  left.-  An  ac- 
count balancing  itself,  and  closed,  will  stand  as  on 
page  29,  first  account. 

Sometimes  an  account  may  be  closed,  which  in 
itself  does  not  balance.  An  Adventure  account,  for 
instance,  if  the  proceeds  have  been  received,  may 
be  made  to  balance  by  debiting  it  to,  or  crediting 
I  it  by,  (as  the  case  may  be,)  Projit  ^  Loss  for  the 
amount  of  the  gain  or  loss,  as  on  page  31,  first 
account ;  by  which  it  will  be  seen  that  the  amount 
received  for  the  Rosin  was  $1017.33,  and  that  the 
cost  was  $750.  The  difference,  ($267.33,)  which 
is  to  the  credit  of  the  Adventure,  is  the  gain  on  the 
Rosin.  Now,  if  the  account  has  been  credited  with 
$267.33  more  than  it  has  been  debited,  it  must  be 
balanced  or  closed  by  debiting  it  with  this  amount, 
and  if  the  account  is  debited,  some  account  must  be 
credited.  As  this  balance  of  $267.33  is  the  gain 
on  the  Adventure,  therefore  Profit  &  Loss  account 
must  be  credited. 


TRIAL    BALANCE. 

At  the  close  of  each  month,  after  all  the  original 
entries  have  been  posted,  it  is  customary  to  take  a 
Trial  Balance  of  the  Ledger ;  i.  e.,  to  take  off*  on 
paper  the  balances  of  the  several  accounts,  includ- 
ing the  balance  from  the  Cash  Book,  to  see  if  the 
posting  has  been  done  without  error,  by  making  the 
sum  of  the  balances  of  the  Drs.  and  of  the  Crs. 
equal  in  amount,  as  on  page  37. 


CLOSING   THE   LEDGER. 

In  actual  business,  it  is  the  practice  to  take  an 
account  of  the  stock  in  trade  on  hand,  and  close 
the  Ledger,  once  a  year ;  but  it  will  answer  every 
purpose  to  close  the  foregoing  at  the  termination  of 
the  six  months. 

The  object  of  closing  the  Ledger  is  lo  ascertain 
the  amount  of  gain  or  loss  since  the  opening  of  the 
books,  or  since  the  last  closure,  and,  consequently, 


to  ascertain  the  amount  of  net  capital-  at  the  time 
of  closing. 

All  the  Ledger  accounts  except  Stock,  Profit  & 
Loss,  and  Balance,  are  closed  by  their  several  bal- 
ances being  transferred  either  to  Profit  &  Loss, 
to  Balance,  or  in  part  to  each  of  these  two  ac- 
counts. Accounts  representing  property,  and  indebt- 
edness by  or  to  others,  must  always  be  closed  with 
Balance  for  the  amount  of  the  property  or  indebt- 
edness ;  and  those  representing  gain  or  loss  may 
always  be  closed  with  Profit  &  Loss  for  the 
amount  of  the  gain  or  loss.  Profit  &  Loss  and 
Balance  accounts  are  closed  by  their  balances  being 
transferred  to  Stock ;  and  these  last  two  transfers 
will  of  necessity  close  Stock  account,  and  leave  the 
Ledger  closed.  The  balance  transferred  from  Profit 
&  Loss  to  Stock  will  show  the  net  gain  or  loss, 
(as  on  page  32,)  and  the  balance  transferred  from 
Balance  to  Stock  will  show  the  net  capital  (as  on 
page  36)  at  the  time  of  closing. 

The  accounts  may  be  taken  in  their  order,  com- 
mencing with  Merchandise.    The  Dr.  side  of  the 
account  shows  the  cost,  and  the  Cr.  side  the  amount 
of  the  sales.     If  aU  the  merchandise  has  been  sold, 
the  account  may  be  closed   with  Profit  &   Loss 
alone,  and  the  Trial  Balance  will  show  for  what 
amount ;   hut  if  any  part  remains  unsold,  the  ac- 
count must  be  credited  by  Balance  for  the  value  of 
the  portion  unsold,  and  then  closed  with  Profit  & 
Loss.     The  Trial  Balance  for  June  shows  a  Cr. 
balance  of  $743.75  ;  but  by  taking  account  of  stock, 
it  will  be  found  that  50  bbls.  Flour  (say  worth  $8 
per  bbl.)  remain  unsold.      Merchandise   account, 
then,  must  be  credited  by  Balance  $400,  and  Bal- 
ance account  must  be  debited  to  Merchandise  $400. 
The  Cr.  balance  of  Merchandise  is  now  $1143.75, 
and  the  account  may  be  closed  by  debiting  it  to 
Profit  &  Loss,  and  creditmg  Profit  &  Loss  by  Mer- 
chandise. 

Notes  Receivable.  The  balance,  if  any,  must 
be  on  the  Dr.  side,  and  for  the  amount  of  the  notes 
on  hand ;  consequently  the  account  must  be  closed 
with  Balance,  and  the  Trial  Balance  will  show  for 
what  amount. 
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Notes  Payable.  Th6  balance,  if  any,  must 
be  on  the  Cr.  side,  and  for  the  amount  of  the  notes 
outstanding;  consequently  the  account  must  be 
closed  with  Balance. 

O.  S.  LiTTLEFiELD.  The  account,  having  pre- 
viously balanced  itself,  has  already  been  closed. 

Adventures  per  Staghound,  Nos.  1  and  2. 
The  proceeds  having  been  received,  these  accounts 
may  be  closed  with  Profit  &  Loss. 

Interest.  The  Dr.  side  shows  the  amount  paid, 
and  the  Cr.  side  the  amount  received,  and  the  bal- 
ance the  gain  or  loss ;  consequently  the  account 
may  be  closed  with  Profit  &  Loss. 

Adventure  per  Commodore.  The  account 
has  already  been  closed. 

George  T.  Knapp.     Closed. 

Consignment  from  John  Babcock.     Closed. 

Commission.  The  Dr.  side  shows  the  amount 
paid,  and  the  Cr.  side  the  amount  received,  and  the 
balance  the  gain  or  loss  ;  consequently  the  account 
may  be  closed  with  Profit  &  Loss. 

ScHR.  Union.     As  she  is  still  on  hand,  the  ac- 
count must  be  closed  with  Balance. 
Henry  Howe.     Closed. 
Exchange.     Closed. 

Western  Railroad  Stock.  All  the  shares 
which  were  bought  are  still  on  hand,  and  the  account 
must  be  closed  with  Balance. 

Adventure  per  Sea  Flower.  As  the  pro- 
ceeds have  not  been  received,  the  account  must  be 
closed  with  Balance. 

Expense.  The  Dr.  side  shows  the  amount  paid, 
and  the  Cr.  side  the  amount  received,  and  the  bal- 


ance the  gain  or  loss ;  consequently  the  account  may 
be  closed  with  Profit  &  Loss. 

Profit  &  Loss.  After  the  closures  and 
transfers  as  above,  the  Cr.  side  wiU  show  the  whole 
amount  of  the  several  gains,  and  the  Dr.  side  the 
whole  amount  of  the  several  losses ;  and  the  bal- 
ance the  net  gain  or  loss.  The  account  may  be 
closed  with  Stock. 

Balance.  After  the  closures  and  transfers  as 
above,  and  including  the  balance  from  the  Cash 
Book,  the  Cr.  side  will  show  the  whole  amount  of 
debts  or  liabilities,  and  the  Dr.  side  the  whole  amount 
of  assets  or  property,  and  the  balance  the  net  capitaL 
The  account  must  be  closed  with  Stock. 

Stock.  The  balances  having  been  transferred 
from  Profit  &  Loss  and  Balance,  the  account  will 
be  found  to  be  closed. 

The  balance  from  Profit  &  Loss  shows  the  net 
gain  to  be  ^1246,  and  the  balance  from  Balance 
shows  the  net  capital  to  be  $14,246. 


RE-OPENING   OF  THE  LEDGER. 

If  it  is  not  intended  to  continue  business,  the 
Ledger  will  remain  closed ;  but  if  business  is  to  be 
continued,  the  balances  of  all  those  accounts  that 
were  closed  with  Balance,  includmg  Stock,  must  be 
opened  by  bringing  down  the  balances  with  which 
the  accounts  were  closed,  on  the  opposite  side,  of 
course,  from  which  the  balance  was  used  in  closing 
the  account,  and  the  Ledger  will  then  be  ready  for 
future  postings. 
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MERCANTILE    FORMS. 


NOTE. 


/ ^000,00  Motion,   QA^ta.   /4,  /c?4^ 

nn     /jrnee^Z  C/ne  mouiiana    ao/uud,    vame    zeceti^ea. 


BILL. 
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INVOICE. 


vouna  /lom   ,.^!So<t^n    ^o    &an  ^zanctaco,    cond^tanea   /o    G^ci.    (^l(enzu     S^i4^e 
^z    iMUii    ana  ze^uznd 


50  ^A    ^^O    ea.  =.  /2,500 
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MERCANTILE    FORMS. 


DRAFT. 


/p75,oo 


(^ive    (/am    a/hz    &(adl,  /i.au   /o    Ine    ou/et   o/  m.i/^pec/  Q/nne 
S^unc/iec/  anc/    (^even^?^-/cv6    ^^oaaid,    va/tce    teceivea,    ana    cnazne    me    <^am6    {o 


BOOK-KEEPING. 


account  of 


..  ^ 


eot/jo  ^'  Q^i  nah/i, 


^ti^eotai 


^  &awaza    /rutwn. 


'Mi/tanc/,   G>/lc 


ACCEPTANCE. 


The  a\)ove  Draft  would  become  an  Acceptance  by  the  \rritmf;  by  the  person  to  whom  it  was  addressed,  acroas  tJieface,      \ 
(usually  done  with  red  ink,)  as  on  page  8;  and  when  it  is  paid,  the  signature  of  the  person  in  whose  favor  the  Draft  was         'I 
made  would  be  written  across  the  hack. 


A  J 


BILL    OF    EXCHANGE. 


Q/^^  i^cn/i^  o/ mcd  2f^U^  o/  Sxcdan^e,    /tteconc/  am/ 
^dlzc/  o/  ide  ^aTne    /enoi  aTic/  c/a^e    un/iau/,^  fiay  ^o  {Ae  oz</ez    o^  &c/waic/  yric^7v{ 
(9ne  oT/iotK^anc/  anc/  OA^nay-^iao    anc/  -fjj    ^^o//az<f,  va/ue    zeceti/ec/,  anc/ ^i^/ace  me 
^aTne  ^o  account  o/  ^/        ^^      _/27 


Two  additional  bills  are  required  to  complete  the  above  "  Set  of  Exchange  ; "  one  reading  "  this  Second  of  Exchange, 
(first  and  third  "  "  unpaid,)"  and  the  other,  "  this  Third  of  Exchange  (first  and  second  "  "  unpaid.)"  One  of  these  bills  being 
paid  by  the  person  to  whom  they  are  addressed,  (i.  e.,  the  person  on  whom  they  are  drawn,)  the  remaining  two  become  null 
%nd  void. 
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EXAMPLES    FOR    PRACTICE. 


Commence  business  in  Boston  on  the  2d  day  of 
July,  1860,  with  50  bbls.  Flour,  worth  $8  per  bbl.; 
schr.  Union,  worth  $3000 ;  10  shares  Western  Rail- 
road Stock,  worth  $100  per  share ;  400  bbls.  Rosin, 
on  board  ship  Sea  Flower,  on  her  passage  to  Liv- 
erpool, which  cost  $1^  per  bbl.,  (consigned  to  John 
Howard,  to  be  sold  for  your  account ;)  Joseph  Mar- 
shall's note  for  $812.50,  dated  March  1, 1860,  pay- 
able in  6  months ;  $  9933.50  in  Bank  ;  —  and  owing 
George  Lincoln  a  note  for  $1500,  dated  June  18, 
1860,  payable  in  6  months,  and  make  the  original 
entries  therefor  in  the  Waste  Book  and  Cash 
Book.* 

On  the  10th  of  July,  buy  of  George  Lincohi  100 
bbls.  Molasses,  containing  3820  galls.,  at  24  cents 
per  gall.,  cash,  and  make  the  entry  in  the  Cash 
Book. 

On  the  13th  July,  buy  of  Brastow  &  Co.  500 
kegs  Syrup,  (5  galls,  each,)  at  43  cents  per  gall., 
cash,  and  ship  the  same  to  San  Francisco  per  ship 
Winged  Arrow,  consigned  to  Henry  Howe,  to  be 
sold  for  your  account,  and  make  the  entry. 

On  the  14th  of  July,  buy  of  Charles  Crosby  100 
bbls.  Beef,  at  $14  per  bbl.,  for  your  note^  dated  the 
same  day,  payable  in  G  months,  and  ship  the  same 
per  ship  Winged  Arrow,  consigned  to  Henry  Howe, 
to  be  sold  for  your  account,  and  make  the  entry  in 
the  Waste  Book. 

On  the  16th  July,  pay  premium  of  insurance  on 
the  Syrup  and  Beef,  (insured  by  the  Washington 
Insurance  Co.,  $1150  on  Syrup  and  $1450  on  Beef, 


*  Note.  — Blank  books  for  the  Examples  for  Practice  accom- 
pany this  book.  The  Waste  Book  has  four  leaves,  and  the  Cash 
Book  six  leaves,  and  they  are  ruled  alike.  The  first  two  pages  of 
the  Ledger  are  intended  for  the  Index.  Allow  five  lines  for  the 
letter  A,  and  three  lines  for  each  of  the  other  letters  of  the  al- 
rhabet. 
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at  3  per  cent.,  and  $1  for  policy,  charging  half  of 
policy  to  each  shipment,)  and  make  the  entries. 

On  the  3J  St  July,  sell  O.  S.  Littlefield  50  bbls. 
Flour,  at  $9^  per  bbl.,  on  account,  and  make  the 
entry. 

Balance  the  Cash  Book  for  the  month,  and  if  the 
entries  have  been  correctly  made,  you  will  find  the 
balance  on  hand  to  be  $7862.70. 

Post  the  entries  of  the  Waste  Book  and  Cash 
Book,  and  take  Trial  Balance  of  the  Ledger,  in- 
cluding the  balance  of  Cash.  When  the  whole  has 
been  correctly  done,  the  Dr.  balances  of  the  Trial 
Balance  will  be  found  to  be,  besides  Cash  as  above, 
Merchandise,  854.30,  schr.  Union,  3000,  Western 
Raih-oad  Stock,  1000,  Adv.  per  Sea  Flower,  600, 
Notes  Receivable,  812.50,  Adv.  per  Winged  Ar- 
row, No.  1,1110,  Adv.  per  Winged  Arrow,  No.  2, 
1444,  and  O.  S.  Littlefield,  462.50 ;  and  the  Cr. 
balances  will  be  found  to  be,  Stock,  14,246,  and 
Notes  Payable,  2900.  The  aggregate  of  either  the 
Dr.  or  Cr.  balances  will  be  found  to  be  $17,146. 

On  the  1st  Aug.,  sell  to  B.  D.  Jameson  the  schr. 
Union  for  $3750,  for  his  note  dated  the  same  day, 
payable  in  6  months. 

On  the*8th  Aug.,  receive  from  O.  S.  Littlefield 
$462.50,  amount  charged  hhn  31st  July  for  Flour 
sold  him. 

^  • 

On  the  10th  Aug.,  pay  wharfage  on  Syrup,  $5, 
and  on  Beef,  $4,  shipped  per  Winged  Arrow. 

On  the  17th  Aug.,  pay  truckage  on  the  Syrup, 
$5,  and  on  Beef,  $4. 

On  the  31st  Aug.,  buy  of  Brastow  &  Co.  300 
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bbls.  Flour,  at  $8  per  bbl.,  for  your  note,  dated  the 
same  day,  payable  in  60  days. 

Proceed  with  the  posting  as  at  the  close  of  the 
preceding  month,  and  close  the  account  which  bal- 
ances itself,  and  also  close  schr.  Union  account  with 
Profit  &  Loss,  the  vessel  having  been  sold. 

The  aggregate  of  the  balances  of  the  Trial  Bal- 
ance will  amount  to  $20,296. 

On  the  3d  Sept.,  sell  Western  Railroad  Stock, 
at  $97  per  share,  cash. 

On  the  4th  Sept.,  receive  from  Joseph  Marshall 
the  amount  of  his  note,  due  Sept.  ^/^y  for  $812.50. 

On  the  11th  Sept.,  receive  from  John  Howard 
Exchange  for  £185  stg.  for  proceeds  of  Rosin  per 
ship  Sea  Flower,  and  sell  the  Exchange  to  C.  F. 
Hall,  at  8  per  cent,  premium. 

4 

On  the  2oth  Sept.,  receive  per  ship  Electric  Spark, 
from  New  Orleans,  20  hhds.  Sugar,  a  consignment 
from  John  Babcock,  and  pay  freight  from  New  Or- 
leans, $100.  On  the  27th  pay  wharfage,  $5,  and 
on  the  29th  pay  truckage,  $5. 

After  posting,  close  Western  Railroad  Stock  ac- 
count with  Profit  &  Loss,  the  stock  having  been 
sold ;  also  close  Adv.  per  Sea  Flower  with  Profit 
&  Loss,  the  proceeds  having  been  received. 

The  balances  of  the  Trial  Balance  will  amount 
to  $20,554. 

On  the  2d  Oct,  sell  John  Babcock's  Sugar, 
weighing  33,120  lbs.,  to  John  G.  Emerson,  at  6^ 
cents  per  lb.,  cash,  and  charge  the  consignment  a 
conmiission  of  2  J  per  cent,  on  the  amount  of  sale. 

On  the  9th  Oct.,  sell  George  T.  Knapp  50  bbls. 
Molasses,  gaugmg  1915  galls.,  at  30  cents  per  gall., 
on  account. 

On  the  12th  Oct,  sell  George  T.  Knapp  200 
bbls.  Flour,  at  $9  J^  per  bbL,  on  account 


On  the  20th  Oct.,  receive  from  George  T.  Knapp 
his  acceptance  of  your  draft  for  $2399.50,  at  5  days' 
sight,  (draft  accepted  Oct.  19,)  for  Molasses  and 
Flour  sold  him. 

On  the  27th  Oct.,  receive  from  George  T.  Knapp 
amount  of  his  acceptance,  due  Oct.  ^/^j . 

On  the  31st  Oct,  pay  to  C.  F.  Hall,  John  Bab- 
cock's  draft  on  you  at  sight  for  $1988.98,  for  pro- 
ceeds of  Sugar  per  ship  Electric  Spark. 

Aft;er  posting,  close  the  accounts  which  balance 
themselves. 

The  balances  of  the  Trial  Balance  will  amount 
to  $20,607.82. 

On  the  2d  Nov.,  the  State  Bank  discounts  for 
you,  at  your  request,  B.  D.  Jameson's  note  for 
$3750,  dated  Aug.  1,  payable  in  6  months. 

On  the  2d  Nov.,  pay  Brastow  &  Co.  your  note 
due  them,  Oct.  3o/Nov.  2 ,  for  $2400. 

On  the  30th  Nov.,  sell  Joseph  Marshall  50  bbls. 
Molasses,  gauging  1905  galls.,  at  32  cents  per  gall., 
cash. 

Post,  close  accounts,  and  take  Trial  Balance. 

On  the  7th  Dec,  buy  of  George  Lincoln  the  brig 
Massachusetts,  for  $8000,  cash. 

On  the  15th  Dec,  receive  from  Henry  Howe 
account  sales  of  the  Syrup  and  Beef  per  ship 
Winged  Arrow ;  net  proceeds  of  the  Syrup  amount- 
ing to  $1462,  and  the  net  proceeds  of  the  Beef 
amounting  to  $1443.  Also,  receive  from  him,  on 
account  of  proceeds  of  above,  a  draft  (which  has 
this  day  been  paid  to  you)  on  C.  F.  Hall,  for  $1500, 
with  3  per  cent,  exchange  on  the  same  paid  in  San 
Francisco,  and  charged  to  you  by  Henry  Howe. 

On  the  I8th  Dec,  ship  75  bbls.  of  the  Flour 
which  you  have  on  hand,  and  which  you  value  at 
the  market  price  of  $9^  per  bbl.,  per  ship  City  of 
Boston,  to  Liverpool,  consigned  to  John  Howard,  to 
be  sold  for  your  account 
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On  the  21st  Dec,  pay  George  Lincoln  your  note 
due  him  ^V^,  for  $1500. 

On  the  28th  Dec,  receive  from  Henry  Howe,  in 
full  for  balance  due  for  net  proceeds  of  Syrup  and 
Beef,  per  ship  Winged  Arrow,  a  draft  (which  has 
this  day  been  paid  to  you)  on  C.  F.  Hall,  for 
$1320.39,  with  3  per  cent,  exchange  on  the  same, 
paid  in  San  Francisco,  and  charged  to  you  by  Hen- 
ry Howe.  Charge  the  two  Adventures  with  the 
exchange  on  the  proceeds,  (received  15th  and 
28th,)  as  explained  on  page  9. 

On  the  31st  Dec,  pay  rent  of  store,  $400,  post- 
age bill,  $1.21,  stationery,  $12.30. 


Balance  Cash  Book,  post,  close  the  accounts 
which  balance  themselves,  and  also  close  such  as 
may  be  closed  with  Profit  &  Loss,  and  take  Trial 
Balance.  Balance  of  cash  will  be  found  to  be 
$8240.  The  aggregate  of  balances  of  the  Trial 
Balance  will  be  found  to  be  $17,455.79. 

Close  the  Ledger,  as  explained  on  pages  11  and 
12,  estimating  the  25  bbls.  Flour  on  hand,  unsold, 
at  $9 J  per  bbl. 

If  all  the  entries,  the  postings,  and  the  closures 
have  been  correctly  made,  the  net  gain  will  be 
found  to  be  $1519,  —  the  balance  transferred  from 
Profit  &  Loss  to  Stock ;  and  the  capital  will  be 
found  to  be  $15,765,  —  the  balance  transferred 
from  Balance  to  Stock. 
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BOOK-KEEPING. 


QUESTIONS. 


What  is  Book-Keeping  ? 

What  are  the  names  of  the  three  principal  books  used 
in  book-keeping  ? 

What  does  the  Cash  Book  contain  ?  The  Waste  Book  ? 

The  Ledger? 
IVhat  do  accounts  represent  ? 
What  is  the  left  hand  side  of  an  account  called  ?    The 

right  hand  side  ? 
In  making  an  entry  of  a  transaction,  the  titles  of  how 
many  accounts  are  named  ?  What  relation  have 
they  to  each  other  ?  What  four  things  are  to  be 
considered  in  making  an  entry?  What  principal 
fact  is  to  be  remembered  ? 
In  commencing  business,  what  account  represents  the 

capital  received  into  the  business  ? 
What  account  is  debited,  and  what  credited,  when  you 
buy  goods  and  give  your  note  for  them  ?  When  you 
seU  goods  and  receive  another  person's  note  for  them  ? 
When  you  sell  goods  on  account  ?  (say  to  O.  S.  Lit- 
tlefield.)  When  you  receive  from  any  person,  to  whom 
you  have  sold  goods,  (say   to  G.  T.  Knapp,)   his 


acceptance  for  the  value  of  said  goods  ?  When  you 
pay  your  own  note  ?  When  you  receive  the  money 
for  the  note  of  another  person  ?  What  additiond 
account  is  debited  if  this  last  note  is  discounted  by  a 
bank,  or  otherwise,  before  it  is  due  ? 

What  is  posting  ? 

Posting  an  account  consists  of  what  ? 

When  a  Ledger  account  balances  itself,  what  must  be 
done  with  it  ?    How  ? 

When  and  how  do  you  take  a  trial  balance  of  the 

Ledger  ?    For  what  purpose  ?     How  can  you  tell 

that  the  purpose  is  accomplished  ? 
What  is  the  object  of  closing  the  Ledger  ? 
How  are  all  Ledger  accounts  —  except  Stock,  Profit  & 

Loss,  and  Balance  —  closed  ? 
What  kind  of  accounts  are  closed  with  Balance  ?  What 

with  Profit  &  Loss  ? 

How  are  Profit  &  Loss  and  Balance  accounts  closed  ? 
What  will  the  balance  from  Profit  &  Loss  show  ? 
What  will  the  balance  from  Balance  show  ? 
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131  WASHINGTON  STREET,  BOSTON,  KASS., 


HAVE  JUST  PUBLISHED 


Manual  of  Agriculture. 


Ppepared  under  tlio  dirr  ■*^-'>^' 
of  the  Massachtisetts 

jilt'iTj,  Watfci-    M  luuren,  etc 


md  publishr  '  • '^'i  the  sanction* 

lk).ird  of  A  ire.    An  Ek*- 

d  Practice  of 

■-,  ilie  Atmos- 

tlur  I'r  fiHiatiun  ol  Lands,  the 


nnnot  f'lii   u.  i  nruuiond  it  to  gon- 
irultnro  of.  ^I'ssirhasetts,  after 


iven  to  this  Man- 


CulUire  oi*  Sj>eoiai  .>ops,  the  Princii^les  of  Rotation,  the  Dis- 
eases and  Euemies  of  Growiu,'  Plants,  the  Choice  and  Man- 
aj^ement  of  Farm  Stock,  and  the  General  Economy  of  the 
Farm  and  H  jusehold.  For  the  Cse  of  School,  Families,  and 
Farm  Ts.  by  Gkorge  B.  Emkkson,  for  ni.my  years  con- 
nerted  with  the  Massachusetts  Board  of  Education,  and  au- 
thor of  a  valiMblo  Report  on  the  Tn  os  and  Shrubs  of  Jlassa- 
chusetts ;  and  Charlks  I...  Flint,  Secretiiry  of  tlio  Massa- 
chusetts Stnte  Board  of  AfrrlrU'lture,  author  of  a  Treatise  on 
Milch  Cows  Jind  Dau-y  Faraung,  Grasses,  and  Forage  Plants, 
etc 

,'   ILLUSTRATED  BY  MANY  ENGRAVINGS. 

T^'  s  worli  supplies  a  want  lon.:^  and  <:«'^"^iv  felt  in  our  public 
dn  ,  and  tt)     lldciity,  <:.u"e,  jind  pr  ;^ood  sense  witli 

>  i'  .u  it  has  bCi-u  prep,;  -  ^     -.n.irwf^  f-. 
•r  ti  lavor.    The  Board 
.1  most  '"areAii  and  thor 
lal  the /olio T.-ing  full -Hi  : 

"  Resolvrd,  That  tins  Board  appro'«^f?  of  the  Manual  of  Agri- 
culture, submitted  by  its  ar*  ■".Messrs.  Geo.  I>.  Emerson 
and  Charles  L.  Flint,  and  r  .'nd  its  publication  by  these 

•  ^  ath-men  as  a  work  well  adapttd  for  use  in  the  '     ools  of  Mas- 
sachusetts." 

"Price  75  ••ents.    Copies  seUi  by  m.iil  on  rec«pt  of  tlie  price. 
A  liberal  tUsconnt  made  to  St-li'.ols,  .Veademies,  or  PubJic 
luBtituti  us. 


A  Hand-Book  of  Classical  Geography, 

Cn5:ONOLOGY,  MYTHOLOGY,  AND  ANTIQUITIES. 
Prepared  for  the  Use  of  Schools.  By  T.  P.  Allkn  and  W.  F. 
A;.L£X.    12mo.    pp.131.    Price  50  cts. 

A  liberal  discount  will  be  made  to  Teachers  and  the  Trade. 

Copies  will  be  sent  by  mail  on  re  ceijjt  of  the  price. 

An  Elemeutary  Spdliiig-BoDk, 

Dt'sigTied  for  Primary  »v^  Ckmrnrn  Schools,  ami  ii^    a  Intkiv 

DUC TIOS  TO  Wo ' :  ' '  ?ICINti  SpKLl.1N  G-BoOK  . 

16mo.    pp.  103.    i  ,    , 

This  SpcUlng-Book  is  intended  for  Primary  and  Intermedtite 
Schools.  It  may  also  be  CO  ' '  ,  ,^  .  tly  co.nniehensive 
fr'  schools  of  a  higher  gra^  -  been  taken  to  se- 

lei.*t  words  of  common  occurrenct?,  aiiil  to  <jive  a  syfifeniatic  view 
<  f  English  ortl^o^^^aphy.  It  will  be  s^»nt  for  exainination,  post- 
age paid,  on  receipt  of  two  red  stamps. 

A  French  Reading  Book. 

I*E  GBAND-PEEIE. 

Elerenth  and  wholly  revised  edition.  Just  published.  12iao. 
pp.120.    Pric  $1.    Sent  by  mail  on  receipt  of  the  price. 

A ^  a  l-r(?nch  Reader  for  scholars  who  are  learning  to  speak 
the  language,  this  book  has  no  eqiuil. 

C  nARACTERISTICS   OF  TILE  WORK. 

1.  I  dike  *'  Histories,"  "  Romances,"  and  "  Extracts  from 
French  Autliors,"  the  work  is  tliroug^hout  coUoquial.  The 
pipil  is  thu6  at  once  introducol  to  the  ordinary  forms  of  French 
couversation. 

L'  The  sense  of  the  text  Is  so  easily  made  out,  rh;it  the  pupil 
can  bostow  full  attention  to  the  forms  of  the  phrases. 

u.  The  subject  matter  is  ii  iter';!- ting  and  very  instructiye. 


Outlines  of  Universal  History, 

FROM  THE  CREATION  OF  THE  WORLD  TO  THE 
PRESENT  TIME.  By  Dr.  George  Wkber,  Professor 
and  Director  of  the  High  Sf^hool,  Heidelberg.  8vo.  pp.  576. 
Price  $l.or.    Sent  by  mail  on  receipt  of  price. 

The  English  edition  of  this  voi  k  was  translated  by  Dr.  M. 
liehr.  Professor  of  German  Litt-n..ture  in  Winchester  College, 
and  the  American  edition  was  prepared  by  Professor  Bowcn, 
of  Harvard  College.  This  work  has  met  with  unprecedented 
favor,  and  has  be<>ome  tlie  star  iard  textbook  in  maiiy  colleges, 
academies  and  high  s.hools  in  the  United  States.  The  re- 
commendations received  by  the  publishers  would  fill  a  vol- 
ume. 411  unite  in  saying  that  it  is  tlie  best  compend  of  Uni- 
rer'jal  II irstory  ever  published.  A  valuable  index  has  recently 
bei-n  added,  wherein  the  pronunciation  of  the  names  mentioned 
in  the  work  is  accurately  represented. 

A  NATIONAL  STAN9AR0  BOTH  VX  ENGLAND  ANa||p(£RIGA. 

Worcester's  Series  of  Dictioft#ies, 

CONSl.STING  OK 

WORCESTER'S  SCHOOL  DICTIONARY, 80.38 

WORCESTER'S  ELEMENTARY  DICTIONARY,  .  .  .75 
WORCESTER'S  COMPREHENSIVE  DICTIONARY,  1.12 
WORCESTER'S  ACADEMIC  DICTIONARY,  ....  1.75 
WORCESTER'S  UNIVERSAL  AND  CRITICAL  do.  3.50 
WORCESTER'S  QUARTO  DICTIONARY, 7.50 

A  liberal  discount  will  be  made  to  the  Trade,  to  Teachers,  and 
to  Schooh. 

These  Hi.  nonaries  have  reeeivf-d  ;  i ••■»  approval  of  the  most 
eminent  'derary  m.->,  both  in  '.:•  ,iand  and  America.  The 
Royal  Quarto  !  ictioi  aiy,  althou^'^Ji  lirst  publi.shed  in  January^ 
l!S(Ht,  hns  .''Irea'.,  Itccome  the  standard  wo:*k  in  mo.st  of  the  lit- 
erary institutions  in  the  countrv  i  'hile  -l-e  smallor  works,  es- 
pecially the  CompiL  hensivc  anrf  the  Priiniur  School  Dietiona- 
ries,  have  been  extensively  introduced  into  iho  beet  a-"  Kleunes 
and  common  schools  in  the  Uuited  Stiites. 

Worcester's  Royal  Quarto  Dictionary, 

IliLIISTRATED. 

IfsU    PAGES.  1000    IIJ-UST RATIONS. 

This  is  entirely  a  Nkw  WORK,  and  all  tlie  new  wonle,  syno- 
nynn-s,  and  illustrations  will  hv  found  in  their  pi'oper  places. 

Att«'ution  is  particular?/  called  to  the  following  teiitivhyniah 
of  recent  date,  seiccteii  from  among  hundr"e*.^i  of  the  aami- 
import. 

Unquostioiiai  !>'  much  sni>erior  to  apy  ither  geutTal  Diction- 
ary of  the  language.  —  <7.  /'.  MarahyLL.  /). 

Thoroughly  trustworthy.  — C  CSFeUon,  LL  1).  President 
ef  Harvard  College.       ^  , 

The  best  existing  English  Lexicoji.  —  Zwidon  Athe^i.oeum^ 
9uly  13,  1861. 

*  Superior  to  any  of  its  predoce-^eors.  —  D.  R.  Goodwin,  D.  D.y 
late  President  of  Trinity  CoUfye^  HartfordfCt. 

It  is  a  most  remarkable  work,  of  which  America  will  be  justly 
proud,  and  lor  which  all  who  study  the  English  languagt  Wil! 
long  hav(:  reasuii  to  respect  your  name,  imd  to  be  grati  "iil  to 
fl  you.  —  Charles  IHckens. 

More  complote  and  exact  than  -'ny  of  its  predecessors.  — 
W.  Whev}eU,  f>.  D.,  Madter  of  Trinity  CoUegCy  Cumbril</ 

The  best  Dictionary  of  our  language,  tor  jiractlcal  us. 
has  as  yet  been  published. —  O.A.  lirrn'nisoii,  D.  D. 

I  have  for  s;v<ral  y^^-ars  used  Webster,  as  the  best  "Oict 
of  its  kind—  al'.v.ys  exc^'ptiug  its  ortliM^ra'iiiT—  biif  T  i 
and  recommend  for  our  s  hools  and  public  iistitui  oiio,AV..r.' 
ter's  Dictionary,  as  a  viy  great  improvemtini  u])on  that  'd* 
Webster's  pictoi  lal  edition.  —  E.  Pi/^rson,  D.  D.,  SupeHntend- 
ent  of  Public  hutfuctionfor  Upper  Canada. 
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